Working for Washington State
REGISTER WITH US AND REQUEST A PASSWORD s ke

Registration is the first step toward creating a profile in the state of Washington
Talent Pool. Once you register, you can provide the state with your “Profile.”

NOTE: We encourage you to register and create a profile, however it is not
required. Doing so enables agency recruiters searching for individuals with
your qualifications to access your name and invite you to apply for job
openings that match your skills. If you prefer, you can search for opportunities
and apply directly for the jobs that interest you.

1. To begin the registration process, click on Create a New Account. You
will be taken to a page to enter your first, middle and last name.

2. Next you will enter your preferred user name, and create a password that
is a minimum of six characters long and includes a letter, number
and symbol. To better protect your personal information, the system
requires that you update your password every 90 days.

3. Enter your e-mail address. The system will not allow the use of duplicate
e-mail addresses. Each registrant will need to have a unique e-mail
address. See our website for information on free e-mail.

NOTE: Washington State employees will use their personnel ID humber
as their user name. For state employees, the e-mail address is entered in
Employee Self Service.

Before you register, read the data privacy statement (shown below) and
acknowledge that you accept it.

In submitting these materials, | certify that information contained in my
resume, and all other application-related information | have provided here
is true, correct, and complete. | understand that consideration for
employment and the continuation of subsequent employment depend on
true, accurate and complete representation of these facts as stated or
implied in all application-related material. | understand that untruthful or
misleading answers are cause for rejection of my application, removal
from the candidate pool, or dismissal if | am employed.
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Registration

Jo you want to find out more about your career options in our company?

Ve are constantly locking for talented and motivated ez who can contribute to the success of cur company. Take a look at cur Job8Career pages and you wil find valuable informatior
1bout our company and current employment opportun =ted in a job, you can apply for it online directly. If you do not find any suitable vacancies but would =till like to work for ou
sompany, you can register with us. We will contact you as =o0n as an employment opportunity arizes that may interest you.

Hame

First Hame ” ‘

Widdle Name [ |

Last Name * | ‘

User Data
User Name * [
Password - 1

Repeat Pazsword *

E-Mai [

Data Privacy Statement

Ve endeavour to ensure that the data you submit te us remains confidential and iz used only for the purposes stated in the data privacy statement. Please confirm acceptance of our data
privacy statement. Data Privacy Statement

[J*es, | have read the data privacy statement and | accept it

5. Click on Register to access the Job Seeker Start Page.

NOTE: The system will generate an e-mail to you that confirms your
registration.

Job Seeker Start Page

creating a prefile on the Washington State Carsers website provides a central location for maintaining personal infermatien, allows state employers to match your =kills to positiens, and offers toole
‘or quick, manageable job searching and applications.

Iy Name and Contact Information

Enter your name, email addres= and contact information here.
My Personal Details
My Contact Information

My Resume

The profile containz your resume and your desired employment. ou may lock and
release your profile, build and save your resume and/er copy and paste your
resume to submit for epecific positions.

Optien 1: Build Resume Profile

Option 2. Attach Resume

View My Resume

Release Profile for Consideration

ldentify Interest Group

Iy Job Search and Applications

If you are interested in applying for a specific position, apply directly. Otherwise,
search and apply for opportunities that interest you. You can add job cpportunities
to your Favorites list and alzo view the status of exizting applications.

Apply Directhy

Search for Jobs

Favorites

Manage Applications

Change Personal Settings

Tailor your pages to suit your perzonal requirements. Thig includes defining your
preferred display format for the data overviews and defining your printer location.
Change Perzonal Settings

Change User Name

View Help and Use Services

Access the statewide careers website for additional job =eeker information or
view a demenstration of how to appy for an opportunity.

View Demonstration

Link to W Careers Website

Request a Password

If you forget your password but know the e-mail address used to create your
account . . .
1. Enter your User Name and e-mail address, then click on Request
Password.
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| Have you forgotten your password?

I ol it T polenn WOUF pas-svwiond, yoll D8N harve & new Datawiond gent o the e-mel sddress slored inyour Fesume. To FE0ERE OLE Niw DESTA0HT, SNler yOLF U5er Name andiod your s-mal sodress
N Sl The DETTwnd regssat

| koo harren Mehas
| et Metacilon wn 9o

[ Backiologon |

[ P pmvcrd 24t try mad

2. The system will send you an e-mail with a new password.

September 12, 2006
Dlear }KH
Peryour request, wa have gensrated a new password for you. Use this password to log into the

system at (www.careers.wa.qav). For convenience, just copy then paste the new password in,
then fallow the directions to creats & password you can remembar,

Your new password is; KO00HK

The pimary form of contact by agencies wall be e-mail. It isvery imporant that vou keep your
current e-mall address listed in your Washington State Talent Pool profil

If vou have questions or need assistance. plzase e-mall the Departrment of Personnel ai
(irformation@dop.wa.gov) or call (360) 664-1360 or TOD (for the hearing impaired)
(360) 6B4-5211.

Sincerely.
Washington State Dept. of Personneal

System Administrator

3. Use this password to log on. You will be prompted to create a new
password.

TIP: It is recommended that you copy and paste the password from the
system-generated message to avoid possible typing errors.

Charge erwwd

|I| Thin i an inbal passveord el mut te Cranged

| Ly LG
| Cirtert padrword *
| e 33w *

| Fergwill P trwiord *

[[mnge |
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4. After you successfully change the password you will receive an
acknowledgement. You can change your password once a day.

1 asgon

@ Tt pazrword war crarged

TN

Change User Name and Password

Once you have registered, you can change both your user name and password.

1. To change your logon & password click on the link at the bottom of your
logon.

EXCEPTION: If you are currently a Washington State employee, your
personnel number is your user name and cannot be changed.

Padzwird ® | Ehehhelbsted J

=

Legm

September 12, 2006

T AT

Dear K000y

Per your request, we have generated a new password for you. Use this password to log into the
system at (www careers.wa gov). For convenience, just copy then paste the new password in
then follow the directions to create a password you can remember

Your new password is: KOG

LIPS

Your user name will remain: X000

The primary form of contact by agencies will be e-mail. It is very important that vou keep your
current e-mail address listed in your YWashington State Talent Pool profile

If vou have questions or need assistance. please e-mail the Department of Personnel at
(information@dop.wa.gaov) or call (360) 664-1960 or TDD (for the hearing impaired)

(360) 664-6211

Sincerely

VWashington State Dept. of Personnel
System Administrator

If assistance is needed with this process, please contact the Department of
Personnel at 360 664-1960 or send an e-mail to Information@dop.wa.gov
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The state of Washington is an equal opportunity employer. Persons with a
disability, who need assistance in the application or testing process, or those
needing this announcement in an alternate format, may call (360) 664-1960 or
Telecommunications Device for the Deaf (360) 664-6211.

To view other Job Seeker help documentation close this document and return to
WWW.careers.wa.gov.
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